
	
EQUIS Datasheet

	Dated: 
Updated:



The Datasheet is intended to provide succinct factual information about the School that allows it to be assessed against the Eligibility criteria. Data about the University, when applicable, should be limited to that strictly necessary to understand the School.  Descriptions should be clear, concrete, concise and compelling. There should be many more facts and data than opinions. EQUIS will trust the data provided at this stage since it will be checked at a later stage, if applicable. The total length of the document should not exceed 16 pages (with a font size not smaller than Arial 10). Please make sure that this document contains page numbers. Appendices on multi-campus operations and collaborative provision should only be included if applicable; these appendices do not count against the page limit.

For schools applying to EQUIS for the first time, it should be noted that no additional information provided by the School besides that contained in the Datasheet will be conveyed to the EQUIS Committee. Once eligible, the School should submit an updated Datasheet together with the Self-Assessment Report.
For schools applying to EQUIS for re-accreditation, this Datasheet should be completed when starting the re-accreditation cycle; an updated Datasheet should be submitted together with the Self-Assessment Report.

Please note that you are NOT permitted to change any text provided with the original form. 

School and Contact Information
The term “School” is used in the EQUIS process to designate the entity that is applying for EQUIS accreditation, whether it is a free-standing business school or a faculty, school or department within a university.

Name:
Address:
Website:

EFMD membership status of the applicant School:
Full or Affiliate: delete as appropriate	OR	 Date of EFMD membership application: 

Name of parent Institution (if any):

Contact Information:

	
	Head of School
	EQUIS Project Leader (if different)

	Name:
	
	

	Job Title:
	
	

	Tel:
	
	

	Email:
	
	




General Description of the School
Institutional Aspects: Indicate whether it is a public or private institution, whether it is a free-standing business school or a faculty, school or department within a university.

Year of founding and most significant historical events up to date: Not more than 20 lines.

Non-core Activities: Please list any non-core activities of the School and indicate if and how they complement and support the School’s core activities.  Provide tangible information – see EQUIS Process Manual, Section 3, Stage 5, Eligibility Criterion 1.d.

Campus Locations: Please list all the School’s campus locations (see Process Manual Annex 11) and mark the headquarter campus (if any) with a “*”. If you list two or more campus locations, then you need to fill out Appendix 2 (Multi-Campus Operations) as well.
· Name, City, Country
· Name, City, Country
[bookmark: _GoBack]
Management Education Activities not managed by the applicant School: Please describe any activities related to management education organised under the umbrella of the parent institution which are not managed by the applicant institution itself.



Organisation and Internal Management System of the School
Describe current internal organisation (divisions, centres, institutes, etc.) including main committees, key academic and administrative positions – often best expressed diagrammatically. Explain also the main decision-making processes.





Institutional Autonomy and External Governance System

Strategic and Operational Autonomy: Describe the extent of the autonomy of the School and limits imposed by legislation, regulations, parent institution or resource availability, with particular reference to financial control, academic authority for programmes, quality assurance and authority for appointing, promoting and rewarding faculty. Indicate whether limits represent just theoretical or practical restrictions.


External Governance: Explain how external governance is organised and how external governance bodies (e.g. Governing Board, University-Level Executive Committee) are exercising authority over the School. 




The Degree Programme Portfolio
Using the Table 4 at the end of this Datasheet, describe the School’s portfolio of degree programmes within the principal segments: Bachelor, Generalist Master, Specialised Master, Doctoral Programmes, other postgraduate programmes such as MBAs.

Total number of full-time degree students in the School:
Total number of part-time degree students in the School:
Total number of full-time equivalent (FTE) students in the School:
(School should specify methodology for calculating FTE students)


MBA Programmes
For MBA programmes, provide the following additional information about participants:

Average years of experience:
Number of participants with less than 2 years of experience:


Name of the Selected Programme: (not applicable for Schools going through Special Re-accreditation)
The EQUIS process not only takes an overview of the programme portfolio and the management thereof but it also reviews one sample programme in depth as a check on the effectiveness of the overall programme portfolio management.  The School should name three of its major programmes as listed in the Table of Degree Programmes from its programme portfolio (but not off-shore programmes) such that there is a variety of programme types, e.g. an undergraduate (Bachelor), a pre-experience postgraduate (e.g. specialist Master), a post-experience postgraduate (e.g. MBA) programme and a doctoral (PhD) programme.  One of these will be chosen as the Selected Programme by the EQUIS Committee on the advice of the EQUIS Office. In case of re-accreditation, the previously selected programme should normally not be suggested. A previously EPAS accredited programme should also be excluded from the suggestions.
1. 
2. 
3. 
Please highlight the suggested Programmes in Table 4.


Faculty
The term «faculty» designates the academic staff.  Provide a readily understandable picture of the quality and quantity of the academic human resources available to the School. If you believe that it is extremely difficult to fit your faculty into the typology below, use your own classification and typology preceded by a clear description of the qualifications, experience and dedication that apply to each type. Occasional speakers are not considered faculty, even if academically qualified. Definitions are given below.

Table 1: Faculty

	
	Indicator for the School
	
	Indicator for the School

	Core faculty
	
	Number of different nationalities
	

	Number of academic staff members
	
	% core faculty with foreign professional or study experience
	

	Number of staff members by academic rank 
(e.g. full professors, associate professors, etc.):
	Ratio FTE students / FTE core faculty
	

	      Full professors
	
	Core faculty hired in last 3 years (FTE)
	

	      Associate professors
	
	Core faculty departed in last 3 years (FTE)
	

	      Assistant professors
	
	Adjunct faculty
	

	      Other
	
	Total number of adjunct faculty
	

	Full-time equivalent (FTE)
	
	Full-time equivalent (FTE)
	

	% of female core faculty
	
	Visiting professors in current year
	

	% holding a doctoral degree
	
	Number from foreign institutions
	

	% teaching in executive education courses
	
	Number from domestic institutions
	

	% non-nationals 
	
	Teaching and research assistants 
- on short-term contracts
	


Notes:
1. Core faculty: Qualified academic staff employed on a permanent basis and for whom the institution is the sole or principal employer. Permanence is indicated by an open-ended contract or by a fixed-term contract of a minimum of 2 years.
2. % non-nationals: Double passport holders should always be counted as nationals, if one of the passports is the domestic one.
3. % core faculty with foreign experience: % of core faculty (excluding foreign only passport holders) with significant professional/work experience or study abroad (e.g. a complete degree) which entailed living abroad for at least 1 full year (i.e. not made up of part years).
4. Adjunct faculty: Teaching staff for whom the School is not the primary employer or who work for the School on a part-time basis under a permanent or an occasional contract.
5. Visiting professors in current year: Academic staff that are core faculty at another academic institution and visit the School to teach for a consecutive period of not less than 2 weeks.
6. In describing the size of the faculty, the “full-time equivalent” (FTE) is the total of faculty contract days divided by 5, assuming that 5 is 100% employment. For example, 5 faculty members with 3-day contracts would be the equivalent of 3 faculty members with 100% contracts. In this case, the headcount is 5 but the FTE is 3. The FTE is a useful indicator when a large percentage of the faculty have less than full-time contracts. The percentage of full-time employment refers to the number of contract days in the case of faculty members who are employed on a part-time basis.  A four-day contract is thus the equivalent of 80%.
7. The ratio FTE students / FTE core faculty is calculated by dividing the number of full-time equivalent students by the number of full-time equivalent core faculty. Calculating the full-time equivalent for students is obviously a question of reasonable estimation. For instance, the total number of part-time students on a two-year executive MBA programme can be divided by two in order to approximate the full-time equivalent. The resulting ratio has, of course, to be interpreted in the light of other variables such as the contribution of a well-structured non-core faculty. However, the ratio is useful as one indicator to measure faculty sufficiency.	



Subject or Teaching Areas or Departments 
Explain in tabular form how academic staff are organised into departments or areas. Indicate the number of core and adjunct faculty allocated to each department/area.




Table 2: Departments/Areas and Faculty Allocation
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	Department/Area
	Core Faculty
	Adjunct Faculty

	
	Headcount
	FTE
	Headcount
	FTE

	Department/Area 1
	
	
	
	

	Department/Area 2
	
	
	
	

	Department/Area 3
	
	
	
	

	…
	
	
	
	

	Total
	
	
	
	




Administrative Staff

· Staff working in academic programmes or academic departments (FTE):
· Staff working in non-academic support areas (FTE):


Overview of the School’s Research Activities
Provide compelling factual data on the quantity and quality of your School’s research as viewed by EQUIS (see EQUIS Standards and Criteria). A table should be included showing the numbers of different outputs produced by core faculty over the past 5 years. Please fill out the table below and complete Appendix 1.

Table 3: Research Output

	Research Type
	Year t-4
	Year t-3
	Year t-2
	Year t-1
	Year t

	Academic Research Articles (peer-reviewed) 
	
	
	
	
	

	Practice-Oriented Research Articles 
	
	
	
	
	

	Articles on Pedagogic Development and Innovation
	
	
	
	
	

	Papers in academic conferences (peer-reviewed)
	
	
	
	
	

	Papers in professional conferences
	
	
	
	
	

	Published Case Studies
	
	
	
	
	

	Other R&D Publications (peer-reviewed)
	
	
	
	
	


Notes: 
1. t represents the latest year for which data is available. Please replace column headers with actual years.
2. The items above are a sub-set of the items listed in Table 2 on Research Output of the core faculty in the EQUIS Standards & Criteria document – Chapter 5.
3. Only include authors who are core faculty members at the time of production

Faculty Workload: Please provide the average teaching load (on-load teaching only) per capita and year of core faculty and specify what percentage of their workload is allocated to research.


Executive Education
EQUIS does not require schools to have Executive Education activities. If the School does not run Executive Education activities, simply indicate why and give an indication if you have plans in this respect and ignore the rest of this section. If many members of your core faculty are independently involved in Executive Education while your School is not institutionally involved, it would be helpful to give some brief idea of the extent of this involvement. EQUIS includes degree programmes (e.g. Executive MBAs) in the School Degree Programme Portfolio rather than under Executive Education.


	
	Number of participant days
	% delivered by core faculty

	Open Programmes
	
	

	Tailored Programmes
	
	


Notes:
1. Please provide figures of the latest year for which data is available.
2. Number of participant days is calculated by adding up for all programmes: (Number of participants x Duration in days) + (Number of participants x Duration in days) + ….
Example: You have two programmes, one with 100 participants and a duration of 3 days, the other with 2 participants and a duration of 50 days. Then, the result is 100*3 + 2*50 = 400 and NOT (100 + 2)*(3 + 50) = 5406.

Organisation and Management of Executive Education within the School: Indicate how the Executive Education unit reports to and interacts with other units of the School. Describe briefly its internal management structure.


Programme Portfolio of Executive Education: Provide a brief idea of the weight of different programmes and activities: longer vs shorter term, online vs on-site vs blended, etc. Mention some of your most successful non-degree programmes. If non-degree programmes are delivered in collaboration with other institutions, then you need to provide further detail in Appendix 3 (Collaborative Provision).

Five principal national clients:
· …
· …
· …
· …
· …

Five principal international clients: in each case, add a few keywords in brackets explaining the international dimension of the relationship:
· …
· …
· …
· …
· …

Technology-Enhanced Learning (TEL):[footnoteRef:1] [1:  EQUIS documents use the term TEL for the application of existing and emerging technologies that add value to learning and teaching in the School’s programmes.] 

Describe how the School employs technology to enhance student learning (programmes, target group, resources). 




Overview of the School’s Financial Management and Performance
Using Table 5 at the end of this Datasheet, provide summary information on the School’s financial situation for the past five accounting years as well as projections for next three accounting years (including the current year). Financial data should be expressed in EUR (please provide the currency rate used for conversion from local currency). Explain the financial relationship with the parent institution or university, if applicable. 

Financial Risks: Discuss the principal financial risks facing the School (incl. those emanating from the parent institution or university).

Describe the School’s risk management processes and activities:


National Standing
Describe the School’s positioning in the national environment, including its main competitors and the strategic group to which it belongs. Indicate at least two clearly defined areas of activity for which the School enjoys significant recognition for excellence.



Accreditation or Recognition by National and/or International Agencies



International Reputation
Provide factual evidence that the School is known and respected by institutions outside its home country.


Internationalisation
Provide factual evidence on the principal aspects of the School’s international dimension (faculty, student body, programmes, strategic alliances, international partners, etc.) that has not already been provided. 



Ethics, Responsibility and Sustainability
Provide factual evidence on the School’s activities in areas of ethics, responsibility and sustainability (strategy, faculty, programmes, research, infrastructure, operations & administration, community outreach, etc.) that has not already been provided.



Overview of the Principal Links with the Corporate World
Provide factual evidence on the School’s interaction with the business community (including governance, relevance and impact, international scope) that has not already been provided.

Corporate Partners: List the School’s most important corporate partners and describe their involvement in the School activities.



Facilities
Maximum ½ page describing the dimension and quality of your campus(es) including residential facilities, library, databases, computer facilities, etc.





For initial accreditations, the EQUIS Datasheet should be sent by e-mail to the EQUIS Office in both Microsoft Word (in case we wish to suggest modifications to you) and pdf electronic formats.  The official Datasheet at any time will be the last Datasheet in pdf format for which the EQUIS Office has acknowledged receipt. 

An updated Datasheet should be sent to the EQUIS Office together with the Self-Assessment Report and the Student Report eight weeks before the start of the Peer Review Visit.  Schools should use the latest version of the Datasheet template available on the EFMD website.

Non-EFMD members should have started the EFMD membership procedure before submitting an Application for Entry into the EQUIS process.  Please address it to:


EFMD aisbl
Quality Services 
Rue Gachard 88/3
B – 1050 Brussels
equis@efmd.org


For re-accreditations, the EQUIS Datasheet should be sent by e-mail to the EQUIS Office in both Microsoft Word and pdf electronic formats at the latest one year in advance of the expiry date of the School’s current accreditation.

An updated Datasheet should be sent to the EQUIS Office together with the Self-Assessment Report and the Student Report eight weeks before the start of the Peer Review Visit.  Schools should use the latest version of the Datasheet template available on the EFMD website.


Table 4: Degree Programme Portfolio
	
	% of programme delivered by core faculty
	Duration
	Year in which programme started
	Collaborative provision: Joint/ Franchised/ Validated/ No 1
	Mode:
Full time/
Part time/
Distance Learning/ Off-Shore
	Does the programme require previous work experience?  Yes/No
	Primary language(s) of instruction
	No. of applicants this year
	No. offered a place this year
	No. of students enrolled this year
	Total No. of currently enrolled students in all years of the programme
	% of registered non-nationals (not including exchange students)
	No. of incoming exchange students this year
	No. of outgoing exchange students this year

	Bachelors
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Pre-Experience Masters
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Post-Experience Masters
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	MBAs
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Doctoral Programmes
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Others
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	GRAND TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	
	



1 Leave blank if non-collaborative delivery - If the School is engaged in collaborative provision, then Appendix 3 (Collaborative Provision) needs to be filled out as well.





Table 5: Summary Information on the School’s Financial Situation
	(All figures in 1000)
	Year t-5
	Year t-4
	Year t-3
	Year t-2
	Year t-1
	Year t
	Year t+1
	Year t+2

	Resources / Revenues, of which
	 €-   
	 €-   
	 €-   
	 €-   
	 €-   
	 €-   
	 €-   
	 €-   

	- Bachelor / Undergraduate Programmes
	
	
	
	
	
	
	
	

	- MBA Programmes
	
	
	
	
	
	
	
	

	- Other Master / Post-Graduate Programmes
	
	
	
	
	
	
	
	

	- Executive Education
	
	
	
	
	
	
	
	

	- Research Income
	
	
	
	
	
	
	
	

	- Other Earned Income
	
	
	
	
	
	
	
	

	- Endowment and Investment Income
	
	
	
	
	
	
	
	

	- Subsidies (e.g. from government or parent organisation)
	
	
	
	
	
	
	
	

	Expenses, of which
	 €-   
	 €-   
	 €-   
	 €-   
	 €-   
	 €-   
	 €-   
	 €-   

	- Staff Cost
	
	
	
	
	
	
	
	

	- External Teaching and Teaching Support
	
	
	
	
	
	
	
	

	- Marketing and Promotion
	
	
	
	
	
	
	
	

	- Infrastructure-Related Expenses
	
	
	
	
	
	
	
	

	- Interest Payable and Debt Servicing
	
	
	
	
	
	
	
	

	- Other Expenses
	
	
	
	
	
	
	
	

	Annual Surplus
	 €-
	 €-
	 €-   
	 €-   
	 €-   
	 €-   
	 €-   
	 €-   


Currency rate used for conversion: 
(t represents the current accounting year)




Appendix 1: Research Output (last 24 months)

Academic Research: List the names of academic journals and numbers of publications of the core faculty for the last 24 months. Journals should be ranked according to their relevance for the School (starting with 1 as the highest category).  The same ranking number may be assigned repeatedly.

Table 6: Academic Research Output Ranking

	Rank
	Journal Name
	No. of Pubs.
	Comment

	1
	
	
	

	2
	
	
	

	…
	
	
	

	
	
	
	


Ranks can be assigned to individual journals or journal groupings; publication numbers need to be provided for individual journals. Add rows as necessary. Use the Comment column to define rank categories further (optional).  




Practice-Oriented Research: Provide summary statistics describing the practice-oriented research of the core faculty for the last 24 months and that also reflect how the School evaluates its quality.

Table 7: Practice-Oriented Research Output Classification

	Category
	No. of Pubs.
	Comment

	
	
	

	
	
	

	
	
	

	
	
	


Categories represent unranked publication types as used by the School (e.g. books, case studies, newspaper articles, etc.) when recording practice-oriented research activity. Add rows as necessary. Use the Comment column to describe quality within each category; add additional text below this table to discuss quality across the entire portfolio of practice-oriented research.





Appendix 2: Multi-Campus Operations (delete if not applicable)
A campus is defined as a geographical location used for the regular and on-going delivery of degree or non-degree education even if the delivery itself takes place in temporary premises. Please refer to Annex 15 of the EQUIS Process Manual Annexes for further details on Multi-Campus Operations.

Management and Oversight: Describe management systems as well as governance and quality assurance mechanisms established to manage the campus network (incl. coordination and resource sharing across campus locations).

Campus Activities: For each campus location, fill out the table below by adding figures available for the last academic or calendar year (add tables as needed). 

Table 8a: <Name> (founded in: <Year>)*

	1. Programmes

	1.1. Degree Programmes

	Degree Designation
	Student FTE 
(total)
	Student FTE 
(last intake)
	% Non-Nationals
	Mobility
Incoming/Outgoing

	…

	…

	…

	…

	…


	1.2. Executive Education

	Programme Type
	Number of Programmes
	Participant Days
	

	Open Enrolment
	
	
	

	Tailored
	
	
	

	2. Personnel

	2.1. Faculty

	Core Faculty FTE
	
	% non-nationals 
	

	
	
	% with foreign professional or study experience
	

	Adjunct Faculty FTE
	
	

	Visiting Faculty FTE
	
	

	Teaching/Research Assistants FTE
	
	

	2.2. Staff Support

	Academic Areas FTE
	
	

	Non-Academic Areas FTE
	
	

	3. Host Organisation (if applicable) **

	Institution
	Nature of Legal/Contractual Relationship

	
	

	4. Campus Development

	Briefly describe activities of further developing the campus location (if any):


* The campus infrastructure should be described in the section Facilities in the main part of the document.
** If the institutional partnership involves collaborative provision, then describe this relationship also in Appendix 3.


Establishment of New Campus Locations, if any: Describe current activities of establishing new campus locations.





Appendix 3: Collaborative Provision (delete if not applicable)
Describe the collaborative provision of degree and non-degree education by filling out the table below for each partner (add tables as needed) (including partner institutions and the nature of the contractual/legal relationships). Note that collaborative provision refers to activities carried out in cooperation with other organisations (e.g. dual or joint degree awards, joint executive education offerings); partnership agreement for international student exchange do not have to be reported here. Please refer to Annex 16 of the EQUIS Process Manual Annexes for further details on Collaborative Provision.

Table 9a: Collaboration with <Name of Partner Organisation>

	Duration:
	Start:
	Expected End:

	Legal/Contractual Nature of the Agreement:
	


	Nature of Collaboration:
	


	Scale/Scope of Collaborative Activity:
	


	Partner’s National Standing:
	


	Partner’s International Reputation:
	


	Partner’s Accreditation Status (if applicable):
	


	Development Objectives for Next 5 Years:
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